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Purchasing Agent — Senior

Position Sumimary

Under the Procurement Supervisor, this position serves as a Purchasing Agent - Senior. Responsibilities include
developing and coordinating statewide procurement policies and procedures for DWD; chairing committees to
explore bid strategies and contract language for confractual services and commodities; developing request for
bids and request for proposals; negotiating, administrating and awarding contracts that are turned into DWD bul-
letins used by multiple state agencies and local municipalities; resolving disputes; addressing non-awards issues,
writing requests for purchasing authority; auditing purchasing activities to ensure adherence fo sound purchasing
practices, policies, and state purchasing laws; implementing and administrating of DWD’s automated purchas-
ing/finance system and providing training on the system department wide. Procurement responsibilities impact
over 1600 employees, all 72 counties, across agencies, and over $50 million of the State’s annual budget.

50% 1. Purchase IT and Contractual Service Requirements — Example contracts include Unemployment
Insurance banking services, information technology contractors, Janitorial services, and computer
hardware and software and refated maintenance contracts.

1A,

IB.

1C.

ID.
1E.

IE,

1G.

Prepare and direct the development of complex information technology hardware, software
and contractual services specifications in consultation with internal and external technical
experts, take official sealed bids or request for proposals, resolve bid/proposal exceptions,
evaluate technical and cost proposals, make award(s) and negotiate contracts with ven-
dor(s). Contracts developed may have statewide impact.

Chair committees and provide guidance to explore creative approaches to bid strategies and
contract language for request for bids and request for proposals that will support DWD re-
quirements and may support other state agencies and focal municipalities,

Ensure department procurement policies are followed and verify the generation of complete
and accurate documentation of procurements in accordance with DWD, DOA, Adm. Code
and State and Federal statutory requirements.

Develop measurements for evaluating the IT purchasing program.

Manage commodity areas of information technology and related services and provide up-to-
date information and recommendations on rapidly changing market conditions.

Provide technical procurement assistance and consultation to DWD staff.

Create and approve contractual services purchase orders.

20% 2. General Operations

ZA.
2B.
2C.
2D.

2E.

2F.

2G.

2H.

Assist in developing DWD policy and procedures.
Ensure compliance to all applicable State and Federal policies and procedures
Ensure proper fiscal year-end processing of purchase orders as required by DOA.

Maintain a positive working relationship with DOA, other state agencies and represent
DWD in the total process and on special committees.

Participate in resolving conflicting purchasing issues.
Assist department staff with procurement related issues and questions

Assist with workload issues within the RAPIDS Accounts Payable - Procurement unit as
needed,

Promote, monitor and report the Minority Business Enterprise program.




Procurement Specialist — Senjor
Position Summary
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5% 3.
10% 4.
10% 5.
5% 6.

21 Provide reports to adhoe questions about purchasing from access database.

2]. Audit direct charge orders monthly for compliance

Act as lead worker to the computer purchasing section within procurement area,

3A.  Provide technical assistance and direction to computer purchasing Purchasing Agent-
Objective,

3B. Provide training and guidance to computer purchasing Purchasing Agent.

3C. Investigate and resolve computer purchasing customer service and vendor concerns.

Coordinate the implementation and ongoing support of DWD’s automated purchasing/finance sys-
tem statewide.

4A.  Evaluate the system and recommend design enhancements.

4B. Coordinate the implementation and ongoing support. -
4C. Test and resolve errors in the system.
4D.  Train all users statewide.

Consult with DWD staff, vendors, other states, and state agencies,

5A. Consult with IT technical support, IT management and IT Help Desk to determine need for
support contracts for department-wide IT needs, to include hardware, software, and ser-

vices.
5B. Consult with vendors to determine support availability, costs and contract provisions.
5C. Process IT support requests and coordinate information with IT managers.
SD.  Provide guidance, recommendations and expertise to other state agencies I'T managers and

contract administrators as needed on DWD contracts available for statewide purchases.

5E. Support the delivery of good customer service by being responsive to all questions and con-
cerns; listening respectfully to concerns, problems and complaints; using good manners and
conducting yourself professionally in all situations.

Training
6A.  Attend trade shows and vendor visitations as necessary given budget limitations.
6B. Attend training fo maintain technical and program knowledge given budget limitations.

6C. Assist in identifying training needs for department staff,




Procurement Specialist — Senior
Position Summary
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6D.  Read technical publications to provide and maintain a technical expertise concerning new
techniologies and system solutions in specified assigned conimodities that have rapid market
changes,
6E. Develop and conduct training classes for the department’s automated purchasing/finance
system,
oF, Assist in cross-training support staff in purchasing activities.

Purchasing Agent Senior
Job Duties, Knowledge, Skills & Abilities

Job Duties: This position develops requests for bids (REB's), requests for proposals (RFP's), negotiates,
awards and administers contracts in accordance with Chapter 16, State Procurement Manual, DWD pol-
icy and procedures, as well as State and Federal statutory requirements. These contracts may be used by
other state agencies and/or municipalities throughout the state. This position audits the departments pur-
chasing activities to ensure adherence to sound purchasing practices, policies and state law; develops
and coordinates procurement policy and procedures for statewide and DWD procurement; lead worker
for the units IT purchasing section preparing and directing the development of complex information
technology hardware and software; promotes, monitors and reports Minority Business Enterprise pro-
gram; create reports for management, reporting requirements and public information requests using the
department's database; evaluate the department's procurement/finance automated system RAPIDs and
recommend enhancements; coordinate implementation, testing & training of the procurement/finance
system for the department. .

Knowledge, Skills and Abilities: Well qualified candidates will have the experience with both com-
modity and service contracts, along with the ability to work with multiple customers and multiple levels
of management simultaneously; a thorough understanding of the State of Wisconsin Procurement guide-
lines and Chapter 16 requirements; extensive knowledge in the procurement of products and services;
experience managing and administrating procurement contracts; knowledge of cost analysis and effec-
tive contracting techniques; effective negotiation skills; excellent written and verbal communication;
good leadership and organizational skills; ability to work with diverse groups and in a team environ-
ment; ability to understand and utilize PC software programs; ability to understand and perform purchas-
ing related tasks using an electronic purchasing system.




DEPARTMENT OF ADMINISTRATION
BUREAU OF PERSONNEL
STAFFING ACTIVITY REPORT (rev 07/25/07)

Agency/Board/Commission__{[) LD

Position Title and No. puum N AR aﬁw - @ﬁ QA t In-098
Former Incumbent ¢ M Delegated [_] Non-Delegated

Human Resources Specialist xﬂ(:wjz 2/ Date Assigned 3/ /(o / ! &)
Job Group Name and No. /){,0 chadd o {)/u] \SM ) # 2= Reg1on
Underutilized for Racial/Ethnic Mmorlges [] Yes | No  Labor Market Auvailability
Underutilized for Women [ ] Yes @ No  Labor Market Availability
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Cert No. Job Announcement Code Register No.

AA Candidate Certified/Referred for Appointment Consideration for Underutilized Position:

[ ] Yes (If interviewed, Hiring Review Form or related documentation required) [ ] No

APPOINTMENT DECISION
Type of Hire: [ ] New Hire []Promotional [ ] Transfer/Reinstate/Demotion
Permanent or Project: [] Permanent [] Project [ ] Project-Permanent Appointment
CERT List Used: [ Yes (If yes, attach Ranked List) [1No
If a CERT List was used, complete columns A, B, C, & D below.
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A B © D
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Disabled
Non-AA
Total

Note: In some cases, a candidate may be counted in more than one AA status; e.g. women, minority, and disabled.

Selected Candidate’s Name Appointment Date
Starting Salary (Hourly)

- See Reverse Side -




